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Examples of Acceptable Receipts

Acceptable Receipts typically include the following:

•  Name of the company (airline, hotel, rental car, etc.)
•  Name of the traveler
•  Transaction dates
•  Amount of charges
•  Proof/method of payment



 Conference name

Payment verification

Traveler’s name

Dates

Amounts

This is an ACCEPTABLE RECEIPT
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 Traveler
    Dates
   Amounts
   Payment verification
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This is an ACCEPTABLE RECEIPT

  
 Vendor
   Date
   Amount
  

Vendor

Date Amount



This is an ACCEPTABLE RECEIPT

  
 Vendor
   Traveler
 Dates
   
  

February 26, 2007

JOE TRAVELER XXXXXX-000037776For:

LAWRENCE BERKELEY LABSTo:

CO/ SOMEONE IN ACCOUNTING

2120 UNIVERSITY AVE STE 500

BERKELEY CA 94704

510-486-5693

Sales Person: OT
Locator: FFQFWB
Customer Number: U1JOL

THIS TICKET MAY BE SUBJECT TO PENALTIES.
CHANGES/CANCELLATION TO THIS ITINERARY MAY BE SUBJECT
TO A PENALTY FEE AND POSSIBLE FARE INCREASE
THE SOUTHWEST RECORD LOCATOR IS CF6GPW

Monday  March 19, 2007
Southwest Airlines                      Flight Number: 939 
Class Of Service:Coach Class M
Depart: OAKLAND, CA                     07:30AM March 19, 2007
Arrive: SAN DIEGO, CA                   08:55AM March 19, 2007
Total Flight Time:                      1 Hour 25 Minutes  Non-Stop
Equipment: Boeing 737-300
Meal Service: None
Status: Confirmed                       Confirmation Number: CF6GPW
DEP-TERMINAL 2                 ARR-TERMINAL 1

Monday  March 19, 2007
Southwest Airlines                      Flight Number: 434 
Class Of Service:Coach Class H
Depart: SAN DIEGO, CA                   04:05PM March 19, 2007
Arrive: OAKLAND, CA                     05:35PM March 19, 2007
Total Flight Time:                      1 Hour 30 Minutes  Non-Stop
Equipment: 73G
Meal Service: None
Status: Confirmed                       Confirmation Number: CF6GPW
DEP-TERMINAL 1                 ARR-TERMINAL 2

Wednesday  September 19, 2007
Other Service
Sep 19, 2007 - Sep 19, 2007
Departure City:  OAKLAND, CA
THANK YOU FOR YOUR BUSINESS

Name Invoice / Ticket Base Tax1 Tax2 Tax3 Total

TRAVELER, JOE 190457/5262374033078 119.07USD 8.93US 6.80ZP  148.80 14.00XT

 148.80 Total Amount:

FOR EMERGENCY ASSISTANCE AFTER HOURS PLEASE CALL
800-582-8395. IDENTIFY WITH EXECUTIVE CODE D25A
BOARDING PASSES ARE NOW REQUIRED TO PASS SECURITY
CHECKPOINTS. BOARDING PASSES ARE AVAILABLE AT THE
TICKET COUNTER, CURBSIDE CHECK-IN OR AN E-TKT KIOSK.
PLEASE CONFIRM SEATING AT AIRPORT CHECK-IN
YOUR SOUTHWEST CONFIRMATION NUMBER IS CF6GPW
Notes:
FORM OF PAYMENT - VI4798********XXXX
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Note: This receipt was reduced from two pages to one.
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1234 Happy Place Dr.
Somewhere, CA  56789
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Examples of Unacceptable Receipts

Not qualified as receipts:  The following documents do not meet 
conditions of an acceptable receipt (usually missing amounts 
and/or proof of payment):

•  Airline boarding passes
•  Itinerary
•  Registration forms without payment confirmations
•  Hotel check-in forms/confirmations
•  Rental car estimates/agreements?



This is NOT A RECEIPT

  
 •  Says “Boarding Pass”
 •  There are no dollar amounts indicated
 •  Shows no method of payment



This is NOT A RECEIPT

  
 •  This is an itinerary
 •  Shows no method of payment



This is NOT A RECEIPT

  
 •  This is an estimate only
 •  Shows no proof of payment



This is NOT A RECEIPT

  
 •  Shows no method of payment



This is NOT A RECEIPT

  
 •  Shows no proof of payment




